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A8.710 Oredit Card Program

1.

Pur pose

To provide uniform procedures for the processing of VISA and
Master Card transactions in accordance with University policies
and the terns of the University's charge card contract and al
subsequent anmendnents. Only VI SA and MasterCard credit cards
are acceptabl e under the current program

Applicability

This directive applies to all canpuses of the University of
Hawai ‘i .

Responsi bilities

a. The Treasury O fice approves or di sapproves requests to
participate in the program

b. The canpus/department will conply with all procedures
specified by the University and the Contractor with
respect to sales drafts and related transacti ons.

C. The canpus/departnent is responsible for the paynent of
the nmonthly rental costs of the authorization termnal,
dedi cated tel ephone line, and the service fee.

Procedure to Participate in Program

a. Requests to participate in the charge card program shoul d
be addressed to the Director of Treasury and Support
Services and contain the foll ow ng:

1) The justification for participating in the charge
card program

2) The authority that permts the requestor to collect
and deposit State or UH cash receipts.
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3) Description of internal controls that provides for
soneone ot her than the Cashier does the reconciling
of the account.

4) Description of security measures provided for the
bl ank checks of the settlenent checking account.

Upon approval by the Director of Treasury and Support
Services, the Treasury Ofice wll

1) Establ i sh a settlenent checki ng account with the
current contractor.

2) Arrange with the current contractor's representative
to contact the department to arrange for personne
trai ning and equi pnent installation.

Procedure to Process Charge Sal es

a.

Al sales drafts nust be signed by the purchaser at the
time of sale. Exceptions to this are purchases by nai
order. If a mail order is received, it nmust list the
entire account nunber, card expiration date, card

hol der's nanme and signature, and anmount to charge.

Specific instructions for charge sal es transaction
processing are included in the user manual provi ded by
t he contractor

Procedure to Refund Card Purchase

a.

Al'l refunds of goods and services paid for by credit card
shall be nade by credit vouchers. Departnent personne
shall sign each credit voucher. The anount of the credit
voucher may not exceed the anount of the origina
transaction as reflected on the sales draft.

Specific instructions for returned transacti on processing
are included in the user manual provided by the
contractor.

Procedure to Transfer Funds to the Lhiversity of Hawai '

Cenera Account (UHGA)

a.

Al termnals nust be closed and transmtted daily to the
contractor to receive credit for transactions processed.
Specific instructions for deposit transacti on processing
are included in the user manual provided by the
contractor.
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| ssue a check made payable to the University of Hawai'i
fromthe settlenent account for the net total anount
pr ocessed.

Fol |l ow current procedure to deposit receipts to the UHGA
Refer to Adm nistrative Procedure A8.701.

If a credit voucher is deposited wi thout offsetting sales
drafts or if the credit anount exceeds the amount of the
of fsetting sales drafts, process imediately an inprest
check or an Authorization for Payment formto refund the
bank by depositing the refund check into the settl enent
account to clear the negative bal ance.

1) I f an Authorization for Paynent is processed to
refund t he negative bal ance, request a "Manual "
check fromthe D sbursing Ofice.

Reconciliation of Settl enent Accounts

a.

Use "Monthly Reconciliation of OGredit Card/Lockbox
Settl enment Checking Account"” (FormCCl) to reconcile the
settl enent account (Attachnent 1).

The reconciler nmust not be the sane person who signs the
checks.

Exam ne each check to be sure that all checks are payabl e
to the University of Hawai ‘i and all endorsenents are for
credit to the UHGA

Reconciler and Fiscal Oficer nust sign the reconciled
statenent and submt it to the Treasury Ofice within ten
days of receipt of settlenent account statenent.

Retrieval of Charge Cards

a.

As stipulated in the University's current credit card
contract, the departnment will use its best efforts to
retrieve peaceably cards which have expired; have been
reported as revoked by the contractor to the University;
are listed for recovery on a current Warning Notice, Card
Recovery Bulletin, Restricted Card List, or simlar
notice; are counterfeit, to the reasonable belief of the
Uni versity.

Retrieved cards are nailed to the contractor's credit
card security section


apm/treas/a8701.pdf
Available Links

Reference to APM Section A8.701

Available Links

Reference to Attachment 1


Paynent of Bank Fees

The contractor will submt nonthly an original and two copies
of invoices to each departnent for the rental of equi pnent and
service fee incurred. Purchase orders or inprest checks, as
appropriate, shall be issued to the contractor for paynent.
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UNIVERSITY OF HAWALI'| Attachment 1

MONTHLY RECONCILIATION OF CREDIT CARD/LOCKBOX
SETTLEMENT CHECKING ACCOUNT

Month of Date:

UH Campus/Department:

Custodian:

Bank balance shown on statement

Add deposits not included in statement

Sub-Total

Subtract outstanding checks

Total (Should equal check register balance)

Campus/Department check register balance

*Shortage/Overage

*Explanation of Shortage/Overage and Corrective Action:

List of outstanding checks (numbers and amounts)

List of check numbers - voids / stop payments

\oids:
Stops:
Reconciled by: Date:
Reconciler’s Signature
Reviewed by: Date;

Fiscal Officer’s or Program
Administrator’s Signature

SUBMIT THE ORIGINAL OF THIS REPORT TO THE TREASURY OFFICE WITHIN 10 WORKING DAYS
FROM RECEIPT OF BANK STATEMENT
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